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GENERAL SERVICES ADMINISTRATION TRANSMITTAL LETTER NO, 1

Washington 25, D. C. _ - Docenber 6, 1951
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REGULATIONS OF THE GENERAL SERVICES ADMINISTRATION
: TITLE 3, FEDERAL RECORDS

- - Y

Tos Heads of Federal Agenciéé

1. Moterial Transmitted

. Attached are Chapters I and IV of Title 3, Federal Records, Regulations
~of the Gensral Services Administration., Chapter I contains General
Provisions and. Chapter IV prescribes regulations governing the Dispo-
eition of Federal Records. ‘ .

This is the first issuance of Regulations of the General Services Ac-
ministration in codified form, announcement of which was contained in
Gensral Services Administration Circular No., 28, dated October 4, 1951.

2. Supplies of Forms

Standard Forms 115, Request for Authority to Dispose of Records, and
115a, Continuation Sheet, and GSA Forms 467, Annual Statistical Summary
of Records Holdings, and 468, Agency Records Center Annual Report, are
prescribed by these Regulations. Supplies of the standard forms may-be

‘obtained on and after December 20, 1951, by the submission of purchaaef\;['

orders to the appropriate GSA Pederal Supply Center. Supplies of the
(5A Forms may be obtained, upon request, from the Office Services and
Supply Divislon, Office of Management, General Services Administration,
Waghington 25, D, C.

3¢ - Gompletion of Title 3

Chapter II, Creation. of Records, Chapter III, (rganizstion, Maintenance,
and Use of Records, and Sections 102 and 103 of Chapter 1V, are In pro-
- qe88 of preparation and will be issued at an early date.

4. PBescissions

‘Regulations of the National Archives Council, adopted July 29, 1949
(14 F.R.s 5405), and the Resolution concerniné the Trangfer Qf’Racurda
to the Natlonal Archives, adopted by the Mationsl Archives Couneil
November 9, 1944, are hereby superseded,

5. Effective Date
The Regulations transmltted herewith shall be effeactive ismmediately,
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Roglations
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goeneral. Regulationa presoribed by the Administrator of General Ser-
‘vices pursuant to the provisions of.Public Law.l52, 8lst Congress, .as .
smended, and other law, having continuing application to Government
‘agoncles and to the publle will be codified into a five title edition
entitled "Regulations of the -General. Saervices Adminiatration." These
Regulatlions will include all policy directives, procedures,  general
delegations of suthorlity, GSA and Standard Forms and similar regula-
tory material, . 3 e AU A S :

. : o ST aias 1’2?.:4*".” i m"‘ - L .
Zitle Numbers and Subjects. When completed the .codified edition of
the Regulatlons w ~consist of the following: .

Coe

. ‘Title 1 Personal Broperty Mangééﬁ@nk” S o
A Title 2 Real Property Mansgement s IRY X
Title 3 Federal Records -

Title 4 ‘BEmergency Procurement
Title 6 Contract Settlement

Method of Issuance. Codified Regulations are issued in loose leaf
orm to per e lnpertion or removal of pages upon which additions

- %o, or deletions or revisions of, regulatory statements are made
necessary by changes in polloy or fact. Revised oi added fages will
be lssued as needed, and the material under each Title shell be kept
up to dats by all persons who are responsible for the operation of
any phase of an agenoy program whioh is effected by the Regulations
of the General Services Administration,

.Internal Numbering System. Titles sre divided into numbered and
. $1%Ted chapters, par%a sections and subsections, to denote delinea-
tion hetween subordinage funoctional areas under the main title.

. Parts, sections and subsections are identified by a five diglt number-
-ing system. The first diglt identifles the part; the second and third
digite identify the sectlon; and the fourth and fifth digits identifly
the subsection., For purposes of reference a subsection will be identi-
fied by using the title number, the chapter number and the full section
" number. For example, the first subseotion of the first section under
Chapter II of Title 2, wlll be referenced as GSA Regulation 2-IT-201,.01,
The first number identifies the title and the second number identifies

-the chapter. Paragraphs and subparagraphs are identified by small
alphabetiosl letters and by arabic numerals respectively: - for example,
paragraph a, subparagraeph 1, Thus a paragraph and subparagraph under
seotion 201,01 of Part 2 will be referenced for ldentification pur-
poses as subparagraph a.l. of GSA Reg. 2-II-201.01, or GSA Reg. .
2-11-201.0la.l, Further subdivisions, when necesssry, will be identi-
fied in order by letters and numerals in parentheses, e.g., (a) and (1).

‘Pages are ldentified in ‘the upper right or left corner to show the
title, chapter, part, section and subsection in which they belong.

" For example, a page bearing the 1dentification "GSA Rege 2=I1I-201,04"
belonga in Chapter II, Part 2, Section 1, subsection 4, of Title 2,
Real Property Management. The identification shown at the top of the
rage will be the number of the flrst subsection beginning on that
_page. When a subsection extends beyond one page, the continuation
page ia further identified by "(Cont'd- )" appearing after the sub=

-section number at the top of the page; for example, (Cont'd-2).
(Conttd=3), etc. R ‘

After the original issuance of material under a title revised or added
pages will be identified by the following statement in the uppér right
or left corner immediately below the page identification (Revised (date))
or (Added (date)). o _ _
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Transmittal Letters. The original issusnce end revised snd added
material will De promilgated and distributed to sgencles under cover
of a series of oconseoutively numbered transmittal lstisrs for each
titles The transmittal letters will be designed to serve the follow-
ing purposes:

1, Tranamit a» an attachment the pages to be subastituted or added
snd give instructions for insertion.

B. State the purpose of the new regulation or the ohanze in polioy
involved,

3. Give such nonrecurring inatructions as may bs necessary to effeat
ths new or changed resgulation and the date suoh rsgulation shall
be made effeative.

For reference purposes transmittal letters should be retained, and may
be placed in the baok of the cover for the partioculsr title; or may be
detached and filed separately.

- a -
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AUTHENTICATION

Ig aocordanoe with the authorii;.y veéte@ in the
Adﬁini strator of Genéral Serviées, I t;ereby declare
that the Reguiations of the General Services Admin—
istration, Titlé 3, | Federal Records,. shéll be the
'Regulafions gov’erni.ng the ménagement .of the records
of Fédefal agencies until modified .by order of the

Administrator or by law.

JESS LARSON
 Administrator
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REGULATIONS OF THE
GENERAL SERVICES ADMINISTRATION

- TITLE 3 FEDERAL RECORDS

TAELE OF CONTENTS
CHAPTER I AGENERAL PROVISIONS

PART 1  INTRODUCTION

General

Purpose

Authority

Applicability _
Agency Records Management Programs
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-Program Content -

Creation of Records

Organization, Maintenance, and Use of Records
Disposition of Records

Liaison Offices

Annual Statistical Summary
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Records Control Schedules T
Records Scheduling Programs
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Formulation of Records Control Schedules

Provisions of Records Control Schedules
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General Retention and Disposal Standards

Standards for the Selective Retention of Records
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Title 3
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Certification

General Accounting Office Clearance

Approval of Requestis for Disposal Authority
Extension of Retsntion Periods

Bmergency Authorization for the Disposal of Records
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Menaces to Human Health or Life or to Property
Staete of War or Threatened War
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+08
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Methods of Disposal

Authority

Sale or Salvage

Donation for Preservation and Use
Destruction

OF RECORDS

Transfer of Records from the Custedy of One
Executive Agency to that of Another

Authority

Approval

Agency Request

Agency Concurrences

Records of Terminated Agencies

Equipment

Costs of Transfers

Restrictions on Use of Records

Exceptions

Transfer of Records to Federal Records Centers

Authority .

Procedures for Transfers to Federal Rescords Centers

Surveys of Records Available for Transfer

Release of Equipment

Restrictions on Use of Records

Disposal Clearances

Transfer of Records to the National Archives

Authority

Transfers via Records Centers

Direct Transfers -

Release of Equipment

Restrictions on Use of Records

Disposal Clearances

PART li AGENCY RECORDS CENTERS

Section 01,00
«01
«02
03

Ol

Establishment

Authority

Existing Records Centers

Requests for Authority to Establish or
Relocate Records Cesnters

Annusl Agency Records Center Report

Appendix A - Exhibits
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PITLE 3 FEDERAL RECORDS
CHAPTER T GENERAL PROVISIONS
PART 1 INTRODUGTION

SECTION 101,00 GENERAL

101.0). Purpose. The Regulations in this Title prescribe policies
and methods for the economical and efficlent management of records
of Federal agencles.

101.02 Authority. The Regulations in this Title are issued pursuant
to the authority contained in the so-called Records Disposal Act, as
amended (44 U,S,0., 366-380), the Federal Property and Administrative
Services Act of 1949, as amended (41 U.S.C. Supp. 214, 44 U.S5.C.
Supp. 367, 369), and the Federal Records Act of 1950 (41 U.3.C,

101.03 ggplieabilitx. The Regulations in this Title apply to all
agencies in the executive, leglslative, and judicial branches of
the Govermment, except the Senate, the House of Representatives,
and the Architect of the Capitol and any activities under his
direction, to the extent provided in the Federal Property and
Administrative Services Act of 1949, as amended.
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SECTTION 102,00  AGFNCY RECORDS MANAGEMENT PROGRAMS

102.01 Authority. Section 506 (b) of the Federal Recorda Act of 1950
reguires “the Load of each Tederal agency to establich and maintain an
active, continuing program for the economical and efficient management
of the records of the agoency.

102,02 Program Content. Agency programs shall, among other things,
provide for:

a, Effective controls over the creation, the organization, maintenance
and use, and the disposition of all agency records.

b. Cooperation with the Administrator of Gemeral Services in develop-
ing and applying standards, procedures, and techniques designed to
improve the management of records, assure the maintenance and
securlty of records of continuing value, and facllitate the segre-
gation and disposal of all records of temporary valuve,

¢, Compliance with the provislons of the Federal Records Act of 1950
and with the reguvlations issved thereunder.

102,03 Creation of Records. Adequate records managewent controls over
the creation of agency records shall be instituted to insure that im-
portant policies and declsions are adequately recorded; that routine
operational paper work is kept to a minimum; and that the accumvlation
of unnecessary files is prevented, Effective techniques to be applied
in this area include the application of systems for the control of
correspondence, forms, directives and issuances, and reporte; the mini-
nizing of duplicate. files; and the disposal without filing of transitory
nmaterial that has no value for record purposes.

102,04 Organizationl,Maintenance, and Use of Records. Provision shall
be made for the continued analysis and improvement of such matters as
mail handling and routing, record classification and indexing systems,
the use of filing equipment and supplies, the reproduction and trans-
portation of records, and work production standards relating thereto,
to insure that records are maintained econocmically and efficisntly and
in such a manner that their meximum usefulness is attained,

102,05 Disposition of Records. Provision shall be made to insure that
records of continuing value are preserved but that records neo longer of
current use to an agency are promptly disposed of or retired. Effective
techniques for accomplishing these ends are the development of records
~ocontrol schedules; the transfer of records to records centeras and to

the National Archiwes, the microfilming of appropriate records; and the
disposal of valueless records,
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102,06 Liaison Offices. Responsibility for the developrent of the
records management program ehall be specifically assigned to an office
or offices within each Federal agency. The office to which the major
responsibility is assigned shall be reported for lisison purposes to
the National Archives and Records Service.

102,07 Annuel Statistical Summary. Each Federal agency within 60 days
after the close of the fiscal year 1952 and each year thereaftsr shall
submit to the National Archives and Records Service a statistical
sumary of records holdings on GSA Form 467 (Exhibit 1, Appendix A).
Instructions for the preparation-of the report are set forth on the form.
The statistical summary may be consclidated for the entire agency, or,
if more practical, individual reports may be submitted for bureaus or
comparable organizaticnal units,
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CHAT'TER IV DISCCSILTION OF FELERAL HECORDS

" PART 1 RECORDS CONTROL SCHEDULES AND STANDARDS
SECTION 101.00 RECORLS CONTAQL SCHEDULES

101,01 Records Scheduling Programs. A records scheduling program is
assential to promote a prompt and orderly reduction in the quantity of
racords in each Federal agenocy in accordance with the provisions of
section 505 (a) of the Federal Racords Act of 1950,

101.02 Bésic Tlements in Becords Scheduling Programa. Three basie
elemants are present in a records scheduling program:

a., The taking of & complete inventory of the records in the custody
of the agency.

b, The formulation of policy as to the disposition of each type or
series of records and its statement in the form of a records
contrel schedule, '

¢. The application of the records control schedule to effect the
eliminatlion or removal of records.

101,03 Formulation of Records Control Schedules. The followlng steps
shill he taken in the development of records control schedulea:

a, FRach Federal agency shall compile a records control schedule for
411 major groups of records in its eustody baving importance in
terms of content, bulk, or space and equipment cccupled. For

' all Fedesral agencies in existence on Juns 30, 1951 (other than
the judiciary, for which special arrangements will be made), such
records control schedules shall be completed by June 30, 1954.
For z1l.Federal agencies created after June 30, 1951, such
schedules shall be campleted within one year after the crsation
of the agency. .

2. Schedules shall clearly ldentify and describe ths ssries of records
covered, and shall contain instructions that, when approved, can
be ‘readily applied., Schadules must be readily adaptable to use
aleng organizaticnal lines, so that each office will have standing
imstructions for the disposition of records in its custody.

6. A'L schedules shall take into account the actual filing arrangements
1y existence, so that disposition of records can be physically
afcomplished in the largest blocks possible,

d.  N/nrecord materials, such as extra copies of documents preserved

{ for convenience of refsrence, stocks of processed documents,

/ ‘preliminary worksheets, and simi' r papers that need not be made

"~ & matter of record, shall not be incorporated in the official
files of the ageney. To the maximum extent possible, material

Approved For Release 2001/11/16 : CIA-RDP78-00433A000100160006-9
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not rsequired for rccord purvecss shall bo disposad of; it should not
be sent to fils. In cases where trancitory filzs of such niterials
are establishod and maintaincd in filing equipr»nt, such files shall
be controlled by msana of instiuctions in the records control schedule,

Schedules shall be reviewed at least once annually to effect clonges
necagsary to maintain their current status,

101.04 provisions of Records Control Schedules. Rscords control schedules
ghall provide for:

a,

b.

Ce

The disposal after minimum retention periods of thoss records not
having sufficient value to justify thair further retention.
Procedurss for obtaining disposal authoriszation are prescribed
in sections 104,720 and 106.00 of this chapter.

The removal to a Federal Records Center (or to an agency records
csnter approved under the provisions of section 401.00 of this
chapter) of those records which cannot be disposed of immediately
but whish nsed not be maintained in office space and equipment.
Such records will be maintained by the records center pending
their transfer or dispoesl.

The retention as current records in offiéa space and equipment of
the minimun voluwe of records consistent with efficient operation.

101,05 Application of Records Control Sochedules. The head of each
Federal agenoy shall taks necessary actlon to obtain the application.
of records control schedules to provide for the maximum economy of
spacs, equipment, and personnel.
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SECTION 104.00 GENERAL RETENTION AND DISPOSAL SCHEDULES

104.01 Authordty. Section 505 (b) of the Federal Records Act of 1950

directs the Administrator to establish standards for the selective

retention of records of continuing value. The Records Disposal Act

prescribes that no records of the United States Government shall be

- alienated or destroyed except in accordance with the provisions of

the Act, This Act also authorizes the Administrator to submit to

Congress schedules proposing the disposal, after the lapse of speci-

fied periods of time, of records of a specified form or character

common to several or all agencies that either have accumvlated or

may accumulate in such agencies and that apparently will not, after

the lapse of the periods specified, have sufficient administrative,

. legal, research, or other value to warrant their further preservation
by the United States Government, -

" These schedules when reported upon favorably by the Joint Committee
on the Disposition of Executive Papers constitute authority to
dispose of the records included therein. Agencies may apply this
authority subject to approval of the Comptroller General of the
United States when required by sectlon 9 of the Records Disposal
Act. Such disposal authority is permissive and not mandatory.

104.02 Approved General Disposal Schedules. Pursuant to the
authority cited Jn section 104.01, general disposal schedwle s
governing the retention and disposal of the types of records listed
below shall continue in effect until superseded by amendment of
this section.

a. Civilian Personnel Records, issued by Federal Records
Regulation No. 1, dated November 2, 1951,

b. Deferment Records (World War II), issued by National
Archives Circular Letter No. 46~2, dated March 13, 1946.

¢. Records of Informational Services and Relations with the
Public, issued by National Archives Circular Letter No.
46-4, dated May 23, 1946.

d. Mail and Postal Records, issued by National Archives
- Circular Letter No, 47-1, dated August 7, 1946,

e. liscal and Accounting Records, issued by National Archives
Circular Letter No. 47-2, dated August 7, 1946,

f. Bankruptcy Records, issued by National Archives Circular
Letter No, 48-1, dated July 7, 1947.
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SEGTION 105.00 REPRODUGTION OF PERMANENTLY VALUARLE RECORDS

105.01  Authority. Pursuant to the provisions of section 2 of the Reecords

- Diaposal Act, the Administrator of Gensral Services is required to estab-

1lsh gtandards for th2 reproduction of records by photographic, micro-
photographic, or other processss, when guch reproductions are to serve as

permanent records, -

105,02 Siandards. "In h&king reproductions of permanently valuable recnrdﬁ

‘n order to dispose of the originals, the following standards shall be
»aintaineds o . .

a, The Integrity of the original records shall be preserved on the copies.
The preservation of the integrity of the records implies that the
coples will be adequate substitutes for the original records in serving

- the purposes for which such records were created or maintained. More
specifically, the term "integrity of the records* is defined to mean:

1, That the copies will be g0 arranged, identified, and indexed
that an individual document or component of a records series
can be located with reasonable facllity; and

2. That the copies will contain all significant record detail
needed for probable future reference. o :

‘bs The film stock used in making photographie or microphotographic copies,

and the processing thereof, shall comply with the specifications of
the National Burean of Standards for permanent records,

¢. The provisions for preserving, examining, and using the copies of
the original records shall be adequate. ,

d. TWhenever the agenoy deems that the original photographic or micro-
photographic negative or master reproducing copy of permanently
valuable records is deteriorating or will deteriorate as a result
of use or other causes, ths agency shall make a duplicate copy for
its own use, if necessary, and shall deposit the original photo-
graphic or microphotographic negative or master reproducing copy
with the National Archives., ' :

105.03 Destruction of Originals. Authority to dispose of the original
records must be obtained in accordance with section 106.00 of this chapter.
In order to avoid the possibility of approval being withheld because of
fallure to camply with the above standards, Federal agencles proposing to

‘preserve permanently valuable records on miecrofilm or by other reproduce
- tlon processes shall request authority to dispose of the originals befors

the reproduction project itself is actually undertaken,
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8. Approval will be facilitated if a statement of procedures to be

adopted in order to comply with the above standards accanpanies
ths request.

b. Technical advice and assistance may be obtained on request
fram the National Archives and Records Sorvice,’Reugords gamg;-
ment Division,
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SECTION 106,00 AGENCY DISPOSAL AUTLCRITY

- 106,01 &gﬁhoriﬁg. The Records Disposal Act prescribes that'uo_records

et et

of the United States Government shall be alienated or destroyed excapt

'in accordance with the provisions of the Act. It further requires the

Administrator of General Services to establish procedures to be followed
by Federal agencies in compiling and submitting lists and schedules of
records proposed for disposal.

106,02 Submiseion of Disposal Requests. Requests for authorizetion to
dispose, of records shall bte initiated by Federal agencies by submitting.
records disposal liste or schedulss to the National Archives and Records
Service on Standard Forms 115 and 115a, Continuation Sheet, as revised. -
Samples of these forms and instructions for thelir preparation are attached
as Exhibits 2 and 2a, Appendix A. Existing stocks of Standard Form 115
and 115a will be used until exhausted. Standard Form 115 may be used for
submitting either a list or schedule, by checking either 4 or B, respec-
tively, under entry 6. Authority contained in an 2pproved list is limited
to records already in existence, and should be ueed only when records of
the types described are no longer accumulating., A schedule gives contin.
ving authorization, and will be used in all cases where the types of
records described in the request will continue to accumulate,

106.03 gCertification. The signing of Standard Form 115 by a properly
authorized agency representative shall constitute certification that the
records described do not have, or will not bave after the expiration of
the retention period indicated, sufficient administrative, legal, or
fiscal value tc the agency itself to warrant further retention. Appraisal
by the National Archives and Records Service will be limited to review for
possible value to other agencles of ths Govermment, and for research or
historical value. '

106.04 General Accounting Office Clearance. Each Federsl agency shall
obtain the approval of the Comptrolier General of the United States, as
required by section 9 of the Records Disposal Act, for the dieposal of
certain classes of records relating to claims and demands by or against
the Govermment or to accounts in which the Govermment is concernsd.

Such approval shall be obtained either prior to or concurrently with tha
suhmission of the disposal request to the National Archives and Recordse
Service.

106.05 Approval of Requests for Disposal Autherity. After review by the
Natlonal Archives and Records Service, the request, with the Archiviett's
recommendation, is transmitted to the Congress as required by the Reeords

~ Disposal Act. If the Joint Conmittee on the Disposition of Executive

Papers makes a favorable report on the request, the Archivist shall notify |
the agency thereof by returning one copy of completed Standard Form 115.
This consitutes the disposal authorization, which is mandatory. Such

- authorized dispossl shall be accomplished as presciribed in section 201,00

of this chapter.
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105.06 Extension of Retention Periods. 1In cases of emergency or when
1t is in the interest of economy, the head of a Federal agency may
retain records authorized by Congress for disposal after the specified
retention period, When records are so retained, a copy of the directive
authorizing such retention shall be furnished to the Administrator and

:;cglrecords shall be disposed of as soon as is administratively prac-
cal,
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S3ROTION 107,00 EMERGENCY AUTHORIFATION FOR THE DISPOSAL OF RECORLS

107.0). Gensral. Under certain conditions records may be disposed of
without regard to the provisions of section 106,00 of this chapter.

107.02 Mznaces to Human Health or Life or to Property.  Section 10 of

the Records Disposal Act authorizes disposal whenever it is determined

Lhet records constitute a contlnulng mepace to human health or life or

to property. Whenever the head of an agency has determined that records
constitute such a menace he shall notify the National Archives and Records
Service, specifying the nature of the records, their location and quantity,
and the nature of the menace. If the National Archives and Records Service
concurs in the determination, the immediate removal of the menace by
destruction of the records or by other appropriate means will be directed.

107,03 State of Var or Threatened War. Section 11 of the Records Disposal
Act authorizes the destructlon of records outside the territorial limits '
of the continental United States whenever, during the existence of a

state of war between tbe United States and any other nation or when hostile
action by a forelgn power appears jominent, the head of the agency that has
custody of the records determines that their retention would be prejudicial
to the interests of the United States, or that they occupy space urgently
needed for military purposes and are without sufficient value to warrant
'continued preservation.

Within six months after the disposal of any records under this authoriza-
tion, a written report deseribing the character of the records and stating
when and where the disposal was accomplished shall be submitted to tha
National Archives and Records Service by the agency official who directed
the disposal. :
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PART 2 DISPODAL CGF RECORDS

SECTION 201,00 METHODS OF DISPOSAT,

201,0) Aputhority. Under the provisions of the Records Dlsposal Act,
Federal agencies are required to follow regulations issued by the
Adminietrator of Generel Services governing the methods by which records
authorized for disposal are to be disposed of, Only the methods set
forth in thies sectlon shall be used in effecting the disposzl of records,
whenever Congress ghall have authorized their disposal.

201,02 gale or Salwage.- Paper records to be disposed of shall normally,
and during the present shortege of paper, to the maxinum extent prac-
ticable, be asold as waste paper; provided that, unless tbe records have
baen treated to destroy their record content, the contract for sale shall
prohibit their resale or use as records or documents. Outside Washington,
D. C., where quantities involved do not warrant sale, paper records
authorlized for diepomal may be donated for salvage purposes to local
public or nonprofit institutions or agencles; provided that precautlions
are taken to insure that the materlals are not resold as records or
doouments, and that the intereets of the United States and of private
individuals are protected. Records other than paper records (film,
plastic, ete.) may be salvaged by the agency concerned or scld under the
same conditions that govern the sale of paper records. All sales shall be
on a competlitive basls as required by the provisions of law applicable to
the selling agency.

201.03 Donation for Preservation and Use. Whanever it is believed that
the public interest will be served thereby, a Federal agency may transfer
records authorized for disposal to a govermment, organization, institu.
tion, corporation, or person that bas made application for them; provided
(a) that the applicant agrees not to sell the records as records or docu~
mente; (b) that the transfer is made without cost to the United States
Governments (c) that no transfer shall be approved if the records contain
information the revelation of which is prohibited by law or would be con-
trary to the publie interest; (d) that no transfer to a foreign government
. shall be approved unless such govermment has an official interest in the
records; and (e) that no transfer to a person or business corporation
shall be approved unless the records are pecessary to tbe opsration of

of properties acquired from the Govermment.

a, Report of Donation of Disposable Records to Non~Federal Custody.
' Each donation of records under this authority shall be reported to
the National Archives and Records Service., This report shall contains

1. The name of department or agency and the name of the major and
minor subdivision thereof concernad.

2. The name and address of the recipient of the records.
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3. A llst of ths records by item number, with an accurate identifi-
cation of the series of records transferred, ths inclusive dates
of the records, and the National Archives and Records Service
Job and item number(s) of the disposal authorization(s) as
indicated on Standard Form 115, or other disposal authority.

201.04 Destruction. If ths records cannot advanta e

otherwise salvaged, or if, in the opinion of the aggngggﬁingzrggﬁd g:-
struction is neceesary to prevent the disclosure of information that
might be prejudicial to the public interest, the records may be destroyed
by maceration, burning, or other appropriate means,
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PART 3 TRANSFERS OF RECORDS

SECTION 301.00 TRANSIFER OF RECORDS FROM THE CUSTODY OF
ONE EXECUTIVE AGENCY TO THAT OF ANOTHER

301,01 Authority. Section 505 (e) of the Federal Records Act of 1950
provides that, subject to applicable provisions of law, the Administrator
of Genoral Services shall issue regulations governing the transfer of
records frem the custody of one executive agency to that of another,

301,02 Approval. No records shall be transferred from one executive
agency to & custody of another without the prior written approval of
the National Archives and Becorda Service except as provided in section
301.09 of this chapter,

301.03 Agencx Request. The head of any executive agency may ‘request the
transfexr of records to or from his agency. Approval shall be requested
by letter addressed to the National Areh:l.vee and Becords Service, in which

are inclnded:

&. A concise deecription of the recorda to be tranaferred, including
the volume in ocubic feet ;

b A statement. of the restrictions imposed on the use of records;

¢. A statément of the number of reference requests per month made
on the records, with information as to the agencies and persona
sing the records and the purpose of such use;

d. A 8tatement of the number of persons, if any, assigned to the
administrs.tion of the records; _ o ‘

e. A statement of the current and proposed plwsical and organiza-
t.:l.onnl lecatiens of the records;

£, Information as to why the proposed transfer is in the best
- interests of the Government; and

‘g. A Justification foi' the transfer of records more than five years
old, .

301.04 Agencx Concurrences. Copies of the ecncurrence or nonconcurrence
in the transfer by the heads of any agencles concerned shall be attached
to the agency request, '

301,05 Records of Terminated Agencies. Transfers of records of executive
agencles whose functions are terminated or are in process of liquidation
are expressly subject to these regulations and no such transfers shall

be made except. in aceordance with their provisions,
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301.06 Eguipment. Rocords storage equirrent shall be trancferred with
ths records contained therein in ascordance with arrangements previously
agreed to by the agencies concerned,

301.07 Costs of Transfers. Approved transfers shall bs made without
reimbursement to the agency of original custody for any costs involved,
except when such reimbursemont i1s previously agreed to by the agencies
concerned,

301,08 Restrictions on Use of Records. Whensver any records that are
transferred are subject to restrictions upon their uss, imposed puvrsuant
to statute, Executive order, or agency determination, such restrictions.
shall continue in effect after the transfer. Restrictions imposed by

agency determination may be removed by agreement between the agencies
concerned.

301.09 Exceptions. Prior written approval of the National Archives .
and Recordes Service is not required:

| a, When récorda are transferred to the Federal Records Centars or
the National Archives in accordance with sections 302,00 and
303.00 of this chapter.

b. ¥hen records are loansd for official use,

c. When the transfer of records or functions or both is required
by statute, Executive order, or Presidential reorganlzation
plan, or by specific determinations made thereunder,

d. when the continuing transfer of records has heretofore been au-
thorised under the provisions of Exscutive Order 9784, September
25, 1946 (11 F.R, 10909). Revisions in such authorizationa re-
quire the approval of the National Archives and Records Service.

LT
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~ SECTION 302.00 TRANSFER OF RECORDS TO FEDERAL RECORDS CENTERS

\

302.01 Authority. Section 505 (d) of the Federal Records Act of 1950
- authorizes the Administrator of General Services to establish, maintain,
. and operate records centers for the storage, processing, and servieing
-of records for Federal agencles, Such centers are known as Federal

- Records Centers. A llst of Federal Records Centers showing the areas
servnd thereby 1s attached as Exhlbit 3, Appendix A, .

302,02 Procedures for Transfers to Federal Records Centers. The follow—.
ing procedures will govern the transfer of records to Federal Records

Centers:

a. Federal Records Centers will accept for transfer any records offered
by Federal agencies, subject to the following conditions:

1. That the records are not authorized for immediate disposals and

2. That facilities for houging and providing reference servic
on the records are avallable. '

Priority will be given to the removal of records from office space,
from space convertible to office use, from leased space, and from -
filing equipment which can be reused, '

b, Transfers may be initiated by either oral or written request to the
Deputy Regional Director for Records Management in the General
Services Administration region in which the records are located,
Requests shall specify the nature and quantity of the records
proposed for transfer.

¢. Transfers of records on an agency-wide basis may be initiated by
central or headquarters offices of agencies by either oral or '
written request to the Records Management Division, National :
Archives and Records Service, National Archives Building, Washington
25, Do Co Requests shall specify the pature and quantity of the
records proposed for transfer.

d. Federal Records Centers will furnish agencies with a receipt
- acknowledging the transfer of records. o

302,03 Surveys of Records Available for Transfer. Surveys will be con-
ducted by the regional Records Management Service of the records accumu-
lations of field offices of those agencies not operating approved records
centers for the purpose of recommending records for transfer to Federal
Racords Centers. Such recommendations will ke submitted to the fleld

. office concerned and to the National Archives and Recorde Service for
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coorcination with the appropriate agency hradquarters., Surveys of records
of agency headquarters will nommally be made by the Records Management
Division, National Archives and Records Service.

302,04 Release of Equipment, Equipment received with the transfer of
records to & Federal Records Center will, when emptied and if needed, be
returned on request to the agency from which the records were received.
If the return of such oquipment is not required, it will be disposed of
in accordance with applicable excess property Regulations.

302,05 Restrictions on Use of Records. Restrictions lawfully imposed
on the use of transferred records will be observed and enforced by the
Foderal Records Centers, subject to the provisions of section 507 (b)
of the Federal Rscords Act of 1950.

302.06 Disposal Clearances, No records of a Federal agency still in
existence shall be disposed of by a Federal Records Center except with
the concurrence of the agency concerned,
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SECTION EOB.OO TRAMSEER OF RECORDE TO THE NATICNAL ARCHIVES

303,01 Avthority. Tha Administrator of Gereral Services is authorized
by section 507 (a) of the Federal Records Act of 1950 to accept for
deposit, vith the National Archives of the United States the records of
apy Fcderal agency or of the Congress of the United States that are
determined by the Avchivist to hava sufficient historical or other value
to warrant their continued preservation by the United States Govermment.,

303,02 Transfers via Records Centers. Records will normally be irans-
ferrad to the National Archives from a Foderal Records Center or an ap-
proved agency records center. When such transfers are made, the agencies
concernsd will be furnished an inventory of the records tranaferred,

303.03 . Direct Transfers. The classes of Federal records listed below
nay be offered for direct transfer to the National Archives, Such
transfers shall be inltiated by Federal agencies by written request to
the National Archives and Records Service, specifying the nature and
quantity of the records proposed for transfer. Existing arrangements

-for the transfer of records of the Congress of the United States will

be continued, :

&, Records of the Executive Office of the President and of
Presidential Boards, Commissions, and Commlitteas

b. Records of the Cbngress of the United States
c. Roecords of the Suprems Court of the United Stateé_

d. Audiovisual records (motion pictures, still photographs,
sound recordings, ete,)

e@. Cartographic records (maps, charts, etc,)

f. Serles of records of unquestionable value that are not auaceptible
to screening or other processing (such as microfilming) to reduce .
their bulk _

g. Records that have been in existence 25 or more years and that
are considered to have enduring value

303,04 BRslease of Equipment. Equipment received with the transfer of
records to the National Archives will, when emptied and if neaded, be
retorned on request to the agency from which the records were received,
If the return of such equipment is not regquired, it will be disposed of
in accordance with applicable excess property Regulations. '
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303.05 Roatrictions on Use of R:cords. Restrictions lawfully imposed
on tke use of tranaferrsd records will be observed and enforced by the
National Archives and Records Service, subject to the provisions of
section 507 (b) of the Federal Records Act of 1950,

303,06 Disposal Clearances. No racords of a Federal agency still in
existence shall be disposed of by the National Archives and Records
Service except with the concurrence of the agency concerned.,
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PART 4 AGENCY RECORDS CENTERS
SECTION 401,00 ESTAELISHMENT

pee

401.01 Authority. BSeetion 506 (c) of the Federal Records Act of 1950
authorizes Federal agencles to maintain and operate records centers
for the storage, processing, and servicing of records that are appro-
priate thorefor, when such centers are approved by the Administrator
of (eneral Services. °Cuch centers operated by Federal agencies are
referred to herein as “agency records centers," o

401,02 -Exiéting_Rmcorde Centers. Agency records centers in operation
a3 of the date of this Regulation are provisionally approved, pending
© their inspection by the General Services Administretion, :

401.03 Requests for Authority to Establish or Relocate Records Centers.
No agency records center shall be established or relocated from one city
to another without the prior written approval of the (eneral Bervices
Administration. : _ :

&, PErclusions. For purposes of this section the term "agency recordas
center” excludess ' ,

1. Staging areas containing less than 5,000 square feet of space
- used by agencies for the temporary storage of materials pre-
paratory to their transfer to a records center or other
disposition; provided that no records are held in the staging
area in excess of five years, ’

2, Areas of less than 5,000 square feet used solely for the
storage of records to which occaslional reference is made
but on which no processing activity (sereening, microfilming,
etc,) is performed. ' '

.. ba Content of Reqﬁests. Requests for'authority to establish or re-
locate an agency records center shall be submitted in writing to
the Administrator of Gengral Services. Such requests shall, specify:

1. Proposéd location of the agency records center
2.- Space to be occupied in grosélsqnare feet

3. Nature and quantity of records to.be stored

4. Total persomnel t§ be employed :
s, Justification df.the proposéd centér |
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¢. Approval of Regussts, Requests for the establishmant or relocation -
of an agency records center will be approved by the Administrator
of General Services when greater economy or efficiency can be
achieved through its operation than by use of a Federal Records
Center opsrated by the General Services Administration.

401.04 Annual Agency Records Center Report. Each Federal agency
operating one or more agency records centsrs shall submit to the
National Archives and Records Service, within 60 days after the close
of the fiscal year 1952 and each year thereafter, a report on GSA '
Form 468 (Exhibit 4, Appendix A), for each center.
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"APPENDIX A

~ FORMS AND OTHER EXHIBITS
B

| - (Arranged in numerical order by Exhibit number)
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beceunen 1951 ATISTICAL § ' y
SEceusen 1931 . ANNUAL STATISTICAL SUMMARY OF RECORDS HOLDINGS

"~ DMINISTRATION

EXHIBIY 1, APPEKDIX A

84 REG. 3~1-102.07

1. FISCAL YEAR

ENDING

e’ - . - '

This form (original only) is to be submlitted by esck Federal mgency within 60 days
sfter the close of each fiscal year to the Nationsl Archives and Records Service,
Genoral Services Administration, Washington 25, D. C. See instructions below.

2. DEFARTMENT OR AGENCY

DEPARTMENTAL |  FIELD
Y Y

AGENCY
RECORDS CENTER
ey

TOTALS
(p)

3, Volume of records on bhand at the beginning of the
fiscal year (cubic feet) : )

4. volume of records disposed of during the fiscal
: yeéar (cubic fest} (Do not include records cleared
- for disposal in Federal Records Centers)

8. Volume of records transferred to agency records
centers during the fiscal year (cubic feet)

R 6. Yolume of records transferred to other agencies
during the fiscal year (cubic feet) (Including
Federn! Records Centers or the National Archives)

* 7. Volume of records on hand nt.end of fiscal year
¥ (cubic feet)

8. Percentage of the records shown in 7 .nbove which
: are schedul ed for di sposal (including generel sched-

ules formally adopted by the agency) -

"9, Percentage of the records shown in 7 above which
are considered as permanent records,

10, Percentage of the records shown in 7 mbove which
ate not yet scheduled for disposal (item 8) nor
congidered as permanent records (ditem 9)

11, DATE _ ‘ . 13. GIGNATURE

V2, TITLE OF PERSON SIGNING REPORT
e -

o

INSTRUCTIONS

Records of an 'agency' transferred to the General Services Administration in years prior to the fiscal
_'year covered by the report will not be reported. Non-record material will be included in volume and per-
centage totals if agency practice calls for statistics on this class of material, '

‘The term 'Depéftmen_tal,“(edlum A) means the headﬁuartersof the agency, as contrasted to the agency's

fleld sctivities, if sny, but excluding records centers as defined below.

The term *Field® (column‘ B) means. the agency"s offices other than those included in the departmental

hendquarters and other than records centers as defined below.

i

“"Agency Records Center' (column C) is described in GSA Regulation 3.1V-401.01 and 3-IV-401.03a.

NOTE: For purposes bf ‘this report, cubic feet may be calculated according to the following table of

equivalents: . .

Letter sized filing cabinets (full but workable) - 1 cu., ft, per drawer
Legal sized filing cabinets (full but workable) - 2 cu. ft. per drawer
Tabulating cards - 10,000 per cu. ft. ' _

3 x 5 Filing case (full but worksble) - 1/10 cu. ft. per 12 inch drawer
4 x 6 Filing case {full but workable) - L6 cu. ft. per 12 inch drawer
5 x 8 Filing case (full but worksble)- % cu. ft. per 12 inch drawer

%__ap cases and other outsized equipment - cubic measurement of inside of containers .

“—Adjustments for partially filled cabinets should be made.

_ where e’xactﬁ@ﬁﬂ&ddﬁ%ﬁdﬁea&rmomA‘bmluﬂAﬁRDPWmllS@AOO@‘IMGOGS-QOSSibie may be sub.
stituted, Where this is done the figure should be preceded by "Est. " It is expected that items 8, 9, sand

10 will be estimates,
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TRESCR NED BT GENERAL REQUEST FOR AUTHORITY LEBVE DLANK
SERVICES MMINISTRATION - oo DISPOSE OF RECORDS DATE RECEWED 108 NO.
o’ ‘ ' (Soc Instructions on reverse) prergtem——,
To: THE GEWERAL SERVICES ADMINISTRATION, - i _
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 25, D.C. - CONGRESSIONAL AUTHORIZATION
1. FROM (AGENCY OR ESTABLISHMENT) R WOUSE REPORT NO. | . conomess | DATE
SESSION

NOTIFICATION TO AGENCY™

CONGRESS HAS AUTHORIZED DISPOSAL OF ITEMS MARKED
“DISPOSAL AFPROVED'™ IN COLUMN ig,

2, MAJOR SUBDIVISION

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER ) 8. TEL. EXT.

[1D) Arohiviata mpreéonmﬁvm

. * 8. CERTIFICATE OF AGENCY REFRESENTATIVE:
3 fereby certify that I am authorized to act for the head of thia agency in matters pertéining to the disposal of recorde, and that the records described In thils I_Jut_ at

achadule of

A The records have B The records will cease to have sufficient value
D cesaed to have suffi- D to warrant further retention on the expiration

pages are proposce for disposal for the renson Indicateds (X" only one)

cient value to warrant of the period of time indicated or o the occur-
further retention, rence of the event specified,

(Dnte) - _ - (Siguafure of Agenocy ﬁei)montatlve) (Titlo}
7 . ‘ ESCRIPTI ITEM . 9 ' 10.
ITEM NO. o mcfus?vs DATES o RETENTION PERIODS) SAREROR | AcTioN TAKEN
-’
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Conert Tatrnctpprovish seRelaage A0 11415 aﬁ%ﬁ%ﬂ7%ﬂ9&§%&%g 1P1q:|§0919'§f3y Centory of
S Baireall Supply Serviee, General Servicea Admind gtration, to obtain 'm%hority to dlo-
0w vacordds  Suthidt four coples, all of which should Lo signed and d2tcd, to the MMy
~wnal Archives and Rocords Servico. Indicate the mumbor of pages involved In the 45
cocl woomesh under entry 6. Copy 4 of the standard form Wwill be returned to the aguncy
oot Tlection that Congress has authorized disposal of the items marked "approved."

on oidie Instmetionss

Intries 1, 2, and 3 should show what agency has custody of the records that are
sd.nbified on the form, and should contain the neme of the departmont or indspend:ont
1gencyy and 1ts rmajor and minor subdivisions.

Entries 4 and 5 should help identify and locate the person to mhom inquiries regard-
ing tha records should be directed.

Entry 6 should show what kind of suthoxizatiop is requestede Only one of two
¥inds of anthordzations may be requested ea a particular form.

Box A should be marked if immediate disposal is to be made of past accum-
lations of records, and the completed form thus marked is & list.

Box B  should be marked if records that have acoumilated or will continue
to accumlate are to be disposed of at some definite future time or
periodiscally at stated intervals, or if disposal is t0 be made of micro-
photographed rocords after it has been ascertained that the microfilm
coplea were made in accordance with the standards prescribed in GSA Regu-
iations 3-IV-105.003 amd the comple ted form thus marked is a scheduls,

Fntry 7 should contain the numbers of the items of recoids identified on the form
in sequence, i.6. 1, 2, 3, 4, etce

Entry 8 should show what records are proposed for dispoasal,. -~
Center headings should indicate what office's records are involved if all records
desoribed on the form are not those of the sans office or if they are records
created by another office or agenoy.

An 1dentification should be provided of the types of recards involved if they are
other than textual records, for example, if they are photographic records, souni
recordings, ar cartograrhic records.

An iltemization and accurate identification should be provided of the series of
recards that are proposed for disposal. Bach series should comprise the largest
mractical grouping of separately organized and logically related materials that
can be treated as a single unit for purposes of disposal, Component parts of a
series may be listed separately if nmumbered consecutively as la, 1b, etec., undasr
the generzl seriss entry,’

A statement should be provided showing phen the records were prodused or when dia-
posal 1s to be made of the records, thus:

If Box A under entry 6 was marked, the inclusive dates daring which the reconrds
were produced should be atated,

If Box B under entry 6 was marked, the period of retention should be stateds The
retantlon period may be expressed in terms of years, months, etc., or in terms
of future action# or eventa. A future actlon or event that is to determine the
retention period must be objective and definite. If disposal of the records
is contingent upon thelr being microfilmed, the retention period should read:
"Until ascertuined that microphotographic copiea have beon made in accordance
with GSA Regulations 3-IV-105.00 and are adequate substitutes for the paper
rocords."

Entry 9 ahould show rhat samples of records ware submitted for each item, or with
¥hat job mmber sugipreanplssriaieaprs2ddiid1jGn RIALREPS 8-D845168€ 0940015680619 records

other than textual and cartographie records should not be submitted.
Totre 10 shonld ba 1afts hlank.
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Job No, . ~ Tago

REVISED DECEMBER 1951 -
PRESCRIBED BY GENERAL :
~"ERVICES. AQMINISTRAT1ON of P
! L . vt i)

REQUEST FOR AUTHORITY TC DISPOSE OF RECORDS—Continuation Skret

7. 8. DESCRIPTION OF ITEM 2 ;m” 1
ITEM NO. ~ (WITH INCLUSIVE DATES OR RETENTICH PERIODS) ' SAMPLESR | ACTION TAKEN
- /
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Four coples, including original, to be submitted to the National Archives aund Records Servics
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TEDERAL RECORDSG CTNIEERS

Area Served
New York, Penngylvanie,
New Jer=mey, and Delaware

District of Columbia, Maryland,
Weat Virginia, Virginia, Puerto
Ricoy, and the Virgin Islands

North Carolina, South Carolina,
Ternessee, Mississippi, Alabama,
Georgia, and Florida s

Kentucky, I1linois, Wisconsin,
Michigan, Indiana,. and Ohio

Texns, Louisiana, Arkansas,
and Oklahowa. '

Colorado, Wyoming; Utah, and
New Mexico S

' califoma’ Aﬁzona, Navada’

and the Territory of Hawaii

Mailing Addross

General Services Administyation
250 Hudson Streseth
New York 13, New Yoxk

General Services Administration
G3& Regional Office Bullding

Washington 25, Do C.

General Services Administration
50 Whitehall Street, S. We
Atlanta, Goorvgie

General Services Administration
Room 528, Court House

219 South Clark Streect
Chicago k, T1linois

Ceneral Services Administration
111} Commerce Street
Dallas 2, Texas

Genersl Services Administration
Bldg. W1, Demver Federsl Center

‘Denver, Colorado

(Gsneral Services Adminiatmtion
630 Sansome Strest
San Francisco, California

GSA_RECORDS DEPOSITORIES:

Maine, Vermont, New Hampshire,
Magsachusetts, Connecticut, and
Rhode Island

Migsouri, Kansas, Iowa, Nebraska,
. North Dakota, South Dakota, and

Minnesota

Washington, Oregon, Idaho, Montana,

and the Territory of Alaska
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EXHIBIT B, APPERDIX A
- _G5A REQ. 3~1V-501.01
L. REPORT FOR FISCAL YEAR ENODING

-

" GSA FoRw 168 . _ '
GENERAL SrRvicCES AGENCY RECORDS CENTER
YADMINE STRATION - ANNUAL REPORT

2. DEPARTHMENT OR AGENCY

- TASTRUCTIONS: This form (original only) is to be submitted|)- -OCATION OF RECORDS CENTER (Sreet, eity, and State)

within 60 days after the close of each fiscal year to the
National Archives and Records Service, General Services Admine
igtration, Washington 25, D.C., for each Agency Records Center,

.4 Volume of records on hand at the begin- , 9. Average numbor of personnel employed by
ning of the fiscal year (cubic feet) the center during the fiscal year ]
5. Volume of records acces_sione.d during 10. Average amount of space occupied by the
the fiscal year (cubic feet). center during the fiscal year (sc.). ft,)
F-Volume of records disposed of during : 13. Number of 4or § drawer units of steel
; ) N ’ ) fi d
: ‘ihe fiscal year (cubic fest) :fltgg Fi]gi};rrer;:at;tililed»at the en
o of records transferred from the o 12, ‘Number o f steel transfer cases
center during the fi scnl_ yvear (cu. ft.) : g‘;':::'ﬁsggili,;:g at the end ~
8, Volume of records on hand at the end of ' ‘ 13. Total number of reference services
the fiscal year (cubic feet) . ‘ - during the fiscal year* ‘
14, DATE 16. SIGHATURE -
. | ) :
15. TITLE OF PERSON SIGNING REPORT :

AOTE: Non-record material is to be included in the volume totals, : : :
*Refexence gervices comprise (1) each file item furnished on loanor for reproductionor for reference use in the center
and (2) each occasion on which information is furnished from the records (orally or written)., A file item may be a
single document, a folder, a bound volume, etc., depending upon the physical manner in which the records are stered, -
removed and furnished to the inquirer. If the request is for one document or several documents filed separately, each
“document constitutes a file item. If the request is for certain folders, each foldes constitutes an item, etc,




